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Section 1 - Welcome

Welcometo E-Bill

E-Bill isaweb based billing program for legal service bills and out-of-pocket expenses related to
assigned cases. To use E-Bill you must have access to a computer with aweb connection and an
Internet Service Provider. The World Wide Web (web) address is https.//www.cpcsebill.conV.
Noticethe“s’ after the “http” in the Web address, you will need to type thisin manually; the “s”’

lets the Web browser know that the site to which you are navigating is secure. E-Bill is a secure
site. There are many safeguards in place to protect both your connection to our server, and any
data being transferred across the Web.

There areanumber of waysto connect to the web, some of them are:

e Standard 56k modem — This modem is standard in most new computers and connects to
the web using a telephone line. The advantage to using the standard 56K modem isits
low cost. The disadvantages are connection speed and the use of atelephone line. When
connected to the web you cannot use the telephone line for any other purpose. 56K
modem connections run slower than Digital Subscriber Lines or Cable Modems.

e Digital Subscriber Line (DSL) modem — DSL modems offer a very fast connect speed to
the web. DSL modems can connect using atelephone line. DSL modems share the
telephone line so the telephone remains available for use. DSL modems also can connect
to the web using a satellite dish. The disadvantage of DSL is cost. Y ou will haveto
purchase or lease aDSL modem. There are many companies that offer DSL service. Find
those that provide service in your area. E-Bill will run very fast on computers using a
DSL modem to connect to the web.

e Cable TV Modem — Cable modems also offer avery fast connect speed to the web. Cable
modems connect to the web using existing cable TV lines. Disadvantages of cable
modems are cost and availability. Y ou will have to purchase or |ease a cable modem and
you will have to purchase network hardware to use in conjunction with the cable modem.
Y ou will need to contact your cable provider to find out if web accessis available in your

area. E-Bill will run very fast on computers using a cable modem to connect to the web.
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Check whether the web browser isthe most current version and if necessary download the

newest ver sion of the browser. To check the version of the installed browser follow these

simple steps.

1.
2.
3.

Connect to the Web.
Click on Help in the menu bar.

Click on About. In some web browsers there are multiple menu items labeled About.
Click on the About menu item with the same name as the browser (i.e. if Netscape
Communicator isinstalled on the computer, click on About Communicator).

A window will appear with information about the browser. The version number is part of
this information and normally appears as the first item. Write the entire version number

down.

If the web browser is not set to update automatically, go to the web browser’s home page
on the web. Many home pages note the current version of their browser at the top of the
home page and offer away to download the newest version from the home page. Please

follow the download and installation instructions on the browser’ s web site.

If the browser does not have a home page to download an updated version, use your

browser’ s on-line help screen to search for upgrading options.

E-Bill offersmany advantages over Telebill and paper bills.

E-Bill replaces all forms of billing, Telebill, PCBIll, and manual Request for Payment

forms.

Y ou no longer have to fill out paper Request for Payment forms. Enter and submit all
bills through E-Bill.

E-Bill processes bills as quickly as Telebills were processed.

E-Bill allows you to submit out-of-pocket expense payment vouchers.

E-Bill offers you the ability to enter billing data on adaily basis by setting up aWork in
Progress (WIP) record for each Notice of Assignment of Counsel (NAC) on the CPCS
computer. The WIP record isNOT abill; it isatemporary computer record that allows
you to enter billing data (legal services and out-of-pocket expenses) for a specific NAC
even if the NAC isnot on file with CPCS. When you are ready to submit your E-Bill,
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you will submit the data compiled in the WIP record. The WIP record and file will be
addressed in detail within this manual.

E-Bill is a self-navigating application. While using E-Bill do not to use the browser’s

“Back” and " Forward” buttons. E-Bill is a secure application; however, the screens that you

visit while using E-Bill remain in the browser’s memory until you close the web browser
window. To avoid navigation errors and to maintain the security of your billing information,

close the browser after using E-Bill.

About thisManual

e Thismanual reflects current CPCS hilling policies and procedures. Please review
chapters five and six of the CPCS Assigned Counsel manual. The CPCS Assigned

Counsel manual is available on line at www.state.ma.us/cpcs.

e Each section of the E-Bill user manual focuses on one screen. You are given a brief

description of the screen and then the instructions for using the screen.

Reporting a problem

Before reporting an E-Bill problem, please record in detail any error messages, what functions
you performed prior to the error, what keys you pressed, or where you clicked with your mouse
and how many times you clicked it. The E-Bill help-line telephone number is (617) 988-8327.
Thislineisfor E-Bill support only. You can also send E-Bill questions via email to

ebill @publiccounsel.net.

Please begin using E-Bill immediately. We believe that you will find E-Bill to be a
technologically advanced and efficient billing tool.


http://www.state.ma.us/cpcs
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The E-Bill Log In page isthe first page of the E-Bill web site. Log in using your BBO
number and your CPCS assigned PIN. CPCS will occasionally place important messages
on the Log In page. The message will scroll across the bottom of the screen where the
word “Done” appears. Please check the message bar every time you log in.

BBO
Enter your BBO Number.

PIN

Enter your CPCS assigned PIN (the same PIN used to file Telebills). Please make sure
this number is accurate. Y ou will get an error message and will not be allowed to log in if
you enter an incorrect PIN.

If you do not have a PIN please send awritten request for aPPIN to: Committee for Public
Counsel Services, 44 Bromfield Street, Boston, MA 02108, Attention: E-Bill, or you may
send arequest viae-mail to the E-Bill Help Desk at ebill @publiccounsel .net. Please
include the word “PIN” in the subject line.

We will send you a PIN Agreement form. As soon as you receive the form, pleasefill
out, sign, and return the form to CPCS. Upon receipt of the completed form we will
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assign you a PIN number and return a copy of the PIN Agreement form to you with your
PIN written on the form. If you have questions while filling out the PIN Agreement form
or you forgot your PIN please call the E-Bill Help Line (617) 988-8327 or e-mail the E-
Bill Help Desk at ebill @publiccounsel.net. Please include the words “PIN Question” in
the subject line.

Note: To all new attorneys, a PIN Agreement form isincluded in the New Attorney
Packet. If you have not received a New Attorney Packet, please send a written request
to the attention of the Vendor Maintenance Clerk at CPCS.

Login

After you have entered your BBO and PIN, click the “Login” button.


mailto:ebill@publiccounsel.net

Section 3 - E-Bill Notices

T E ol Hetnzis - Micrecoi® Intzingt Exglunam

s Edt 'ew Fyesiber Jeok [Help
J-!ui:--r-lﬂ_'_;‘l::& D Sewch [aiFeeies GMeds A | Sy S S - 5 B

degbmss | hikgs Ahwwen cozantil comEbillass Trage=Letins arplsaziids 21 SETID x| i | Lnks
|
Eﬂ Committes for Public Counsal Sandices
Notices

Wealcome Back, JOHRN DOE.

Fow magy ave @ podrcels) peading thef it releied fe changer affeciing vour recenily fled ESILL D Thir ix ohe
oy marfer that pon will mecnive repareding these charpes; pon will mor meceive @ marled netice. Doe fo the

P ARl ey |l_|'. ki mogiow, The Mol S} pnaE Bt .'I-"'l:ﬁ'll'h-'i'.l.lllu:|l:cll'l- .uu.r.l! chi K=Kl F Tt e Te is advizable fo
prami ghe moficefs) and fele o weth B appiroabie bell Reveewed moirces will be geleted from the oretew gifter 28
ars.

Flaadd pevpai and prmt poier eiiers Defond procesdip g

Condirm Membeer Chiena Name Rl e ([Darie
BERTRAMD, SCTULLY
LAWEENTCE, ESCOBAE 252002

Logout of Enit |

=
) Dorm [T 5 [ et

After logging in, E-Bill will display either the screen above when there are
pending notices, or the screen below when there are no pending notices.

To view anotice:
e Click aConfirm Number.

e When the notice appears please review it. If thisisanew notice please print it and
fileit with the applicable hill.

e Click the Close Form button. E-Bill will return to the E-Bill Letters screen.
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The above screen will be displayed when you have reviewed all pending notices.

GoToMenu

Click this button to go to the E-Bill Menu screen. Upon logging into E-Bill this button
will be displayed if you have no pending notices or after reviewing all the pending
notices.

L ogout of Ebill
Click the Logout of Ebill button to log out of E-Bill and return to the E-Bill Log In page.

Y ou can aso log out of E-Bill from any E-Bill screen by exiting the program used to
connect to the web.
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When you have successfully logged in, the above screen will appear. Below are

the descriptions and procedures for using the various screen elements.

What do you want to do [Your Name]?

Each time you log in, please make sure the name that is displayed is your name. If the
displayed name is not your name, DO NOT use E-Bill, contact the E-Bill help line (617-

988-8327) immediately.

Review NACs

Click this button to access the NAC (Notice of Assignment of Counsel) Overview screen.
The NAC Overview screen allows you access to the entire E-Bill system.

Quick Entry — Date of Service
Allows entry of adate of service for a specific NAC.

e Inthe NAC Number field enter the NAC number (including the “C” or “B”) for

the date of service you want to enter.

e Inthe Datefield, enter the date of service for which you are billing.
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e Click the Date Of Service button, the Time Entry screen will appear. Review the
E-Bill Time Entry section of this manual for entering and editing instructions for
the Time Entry screen.

e Ifthe NACisnot on fileyou will berequired to enter the NAC information
(review the E-Bill NAC Billing Information section of this manual for
instructions on entering pending NAC information and dates of service.) before E-
Bill allows you to enter the date of service. When you save the NAC information
you will be returned to the NAC Billing Information screen. Enter the date of
service on this screen.

Quick Entry —Vouchers
Allows entry of avoucher for a specific NAC.

e Inthe NAC Number field enter the NAC number (including the “C” or “B”) for
the voucher you want to enter.

e Click the Vouchers button to go to the Voucher Overview Screen. Review the E-
Bill Voucher Overview section of this manual for entering/editing vouchers.

e |f the NAC isnot on fileyou will be required to enter the NAC information
(review the E-Bill NAC Billing Information section of this manual for
instructions on entering NAC information.) before E-Bill allows you to enter the
voucher. When you save the NAC information you will be returned to the NAC
Billing Information screen. Click the Vouchers button to continue entering your
voucher.

View Previous RFP

CPCS requires you to sign and retain a printed copy of the E-Bill Billing Confirmation
(legal service hill) form. E-Bill allows you to view a previously submitted legal service
E-Bill and reprint the Billing Confirmation form. Y ou cannot view Telebills or PCBills
with this function.

e Enter the E-Bill billing confirmation number in the Confirmation Number field.
e Click the View button to view this Billing Confirmation form.
e When the Billing Confirmation form appears you may print it.

View Previous Voucher

CPCS requires you to sign and submit to CPCS a printed copy of the E-Bill VVoucher
Confirmation form. E-Bill allows you to view a previously submitted E-Bill voucher and
reprint the Voucher Conformation form. Y ou cannot view vouchers for Telebills or
PCBills with this function.

e Enter the E-Bill voucher confirmation number in the Confirmation Number field.
e Click the View button to view this VVoucher Confirmation form.
e When the Voucher Confirmation form appears you may print it.
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View Letters
Click the View button to return to the Notices screen.
L ogout of Ebill

Click the Logout of Ebill button to log out of E-Bill and return to the E-Bill Log In page.

Y ou can aso log out of E-Bill from any E-Bill screen by exiting the program used to
connect to the web.
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The NAC Overview screen shows a“Work in Progress’ list (WIP). Thislist does not
contain all of your NACS; it lists only those NACs that you have entered in E-Bill and
are still open. Below is adescription of how to add a NAC to the WIP file and how to

use the WIPfile.

Add NAC
The“Add NAC” function isinitiated on the NAC Overview screen and completed on the
NAC Billing Information screen.

1. Enter the NAC number (including the“C” or “B”) in the Add NAC field.

2. Click the Add NAC button.

3. The NAC Billing Information screen will appear.
a. If theNAC ison filewith CPCS, the NAC Billing Information screen will
automatically populate with the data from the CPCS computer. A sample
NAC Billing Information screen is displayed at the beginning of section 6.
At the NAC Billing Information screen.
i. E-Bill will ask you to verify the client name.
li. If theclient nameis correct, click the OK button. Y ou may now
work with the Billing information screen (review the E-Bill NAC

11
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Billing Information section of this manual for instructions on
entering NAC information).

iii. If the client name iswrong, click the Cancel button and repeat
steps 1, 2, and 3. If the client nameis still wrong, click the cancel
button and contact the E-Bill Help Desk.

b. If the NAC isnot onfile, E-Bill informs you that the NAC number you
entered does not exist in the system and asks if you would like to add it.
Y ou can either click the Yes or No buttons.

i.  If you click the Yes button, ablank NAC Billing Information
screen will appear. You will have to create a pending NAC
record (review the E-Bill NAC Billing Information section of
this manual for instructions on entering NAC information).

ii.  If you click the No button, E-Bill will return you to the NAC
Overview screen.

Sort By

Thisisadrop down list that contains four options for sorting NACsin the WIPlist. The
default option is Assignment Date. To change the type of sort, select a different sort
option from the list. Below isalist of the four sort options along with the sort direction.

Sort Type Sort Direction

Assignment Date Descending

Client Name Ascending by client last name
NAC Number Descending

Total Hours Descending

Work In Progress

When you want to work on aNAC, locate it in the WIP list and click on the client name.
The NAC Billing Information screen will appear (review the E-Bill NAC Billing
Information section of this manual for instructions on entering NAC information).

The WIP list does not contain all of your NACS; it lists only those NACs that you have
entered in E-Bill and are still open. Asyou add NACs, both on file and pending, they will
appear in the WIP list. When you submit an E-Bill with a status of Closed, the NAC is
removed from the WIP list. Up to ten NACs may be viewed in the WIP list at any one
time. If you have more than ten NACs in the WIP list use the navigation buttons below
the WIP list. Below is a description of each button.

First — brings you to the first page of the WIP list sorted by the type you selected.
Previous 10 — displays the previous ten NACsin the WIP list.

Next 10 - displays the next ten NACsin the WIP list.

Last - brings you to the last page of the WIP list.

Close Form

Click this button to return to the E-Bill Main Menu. Remember, if you want to log out of
E-Bill you do not have to navigate back through al the forms; you may just exit the
program used to connect to the web.

12
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The NAC Billing Information screen is where you enter your dates of service and
hours and where you access your payment vouchers. Here you can add and modify dates
of service and vouchers, and submit legal bills. You also have the option if needed to
delete a date of service from any bill in your WIPfile.

If your NAC is not on file with CPCS when you add the NAC number to E-Bill,
E-Bill will inform you that the NAC does not exist in the system and ask whether you
would like to add the NAC. If you choose to add the NAC, the NAC Billing Information
Screen will appear; the screen for a pending NAC is depicted above. Enter the client
name and date of assignment from the NAC form, the hourly rate', and then select the
proper NAC Type from the drop down list box. After entering al the required
information click the Save Changes button. E-Bill will verify that the pending NAC is
updated and return you to the NAC Billing Information screen. Whilethe NAC is
pending you may modify the NAC information, but make sure to click the Save Changes
button after making any changes. Please DO NOT mail a copy of the NAC to CPCS. If
we require a copy of the NAC, we will request it from you in writing.

When the NAC comes on file at CPCS we will update the status of your pending
NAC to“OnFile’, and al NAC fields will now contain what was entered in the CPCS
computer. You will need to notice and report any discrepancies to the E-Bill help desk.

! Obtain the hourly rate from page 5-27 of the CPCS Assigned Counsel Manual.
13
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Following is a description of all the elements of the NAC Billing Information
screen for pending NACs and NACs that are on file. The screen depicted below indicates
aNAC thatisonfile.
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Remove NAC From System

Click this button to remove the current NAC and all related dates of service and vouchers
from the WIPfile.

NAC #, Attorney Name, Client Last Name, Assignment Date, NAC Type, NAC
Status, Client First Name, Rate

If the NAC ison file these fields will be filled with data from the CPCS database. If the
NAC isnot on file you will have to enter the data as described earlier in this section.

Save Changes (Pending NAC Screen)

Click this button to save any changes made to the pending NAC information. This button
only appears on the NAC Billing Information screen when the NAC Statusis PENDING.
Vouchers

Click this button to go to the Voucher Overview Screen. Review the E-Bill V oucher
Overview section of this manual for entering/editing vouchers.
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Date

Enter a date of service (use the format mm/dd/yy) or click the calendar icon to the right
of the Date field and click on the date you wish to enter. The date you select will appear
in the Date field.

Add Date of Service

After you have entered a date of service, click this button to go to the Time Entry screen
for this date of service (review the E-Bill Time Entry section of this manual for entering
and editing instructions for the Time Entry screen). E-Bill will not allow you to add a
date of service:

e |f you enter aninvalid date (i.e. adate in the future)

e |f you enter adate of servicethat isnot in the same fiscal year as dates already in
the WIP file for the current NAC

e |f you have aready been paid for the date of service being entered
e |f the date of service precedes the date of the assignment of the current NAC?.

Mark for Delete

To remove one or more dates of service that you have added to the WIP file for the
current NAC
e Under the Date of Service screen item locate the date(s) of service.

e Click the Mark For Delete box next to the date. A check mark will appear in the
box.

e Click the Delete Marked Items button to delete the date(s) and hours.
Date of Service

To edit adate of service for the current NAC, locate it under the Date of Service screen
item and click the date of service you wish to edit. The Time Entry screen for this date of
service will appear (review the E-Bill Time Entry section of this manual for entering and
editing instructions for the Time Entry screen).

Total Hours By Date

Thisfield displays the total hours that you have entered in your WIP file for the
corresponding date of service. There will never be atotal of “0.00” hours listed for a date
of service because E-Bill does not allow a date of service without any time.

2 Mary Moe assignments are exempt from this rule.
15
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Total Hours For ThisBill

Thisfield contains the total hoursfor all dates of servicein the WIP file for the current
NAC. Also below thislist isthe Total$ field. The Total$ field shows the total dollar
amount of the bill. Multiply the total hours for the current NAC by the NAC'srate® to
arrive at this dollar amount.

Submit Bill Here

Use thisfield to submit for payment your bill for legal services and mileage for the
current NAC.

e Bill Status— Select the appropriate billing status from the drop down list.

e Submit Bill — Click this button to submit the E-Bill for the current NAC. All
dates entered in the WIP file for the NAC will be submitted for payment.

o If you are submitting abill for a CAFL assignment, complete the online
Client Contact Information form prior to confirming your bill (review the
E-Bill Client Contact section of this manual for instructions for entering
client contact information).

o If you select Case Closed as the billing status, complete the Dispositional
Report Form prior to confirming your hill.

= For criminal, criminal mentor, and murder assignments please
review the E-Bill Criminal\Delinquency Disposition section of this
manual for instruction for completing the disposition form.

= For children and family law, non-criminal mentor, and other non-
criminal assignments please review the E-Bill Children and Family
Law Disposition section of this manual for instruction for
completing the disposition form.

= For mental health assignments please review the E-Bill Mental
Health Disposition section of this manual for instruction for
completing the disposition form.

= For all appeal assignments please review the E-Bill Appeals
Disposition section of this manual for instruction for completing
the disposition form.

0 When you have completed all of the required forms, E-Bill will transmit
your bill to the CPCS main server.

0 The CPCS computer will immediately edit your E-Bill for preliminary
error conditions. If any of these conditions are discovered, awarning will
appear on the screen. In most instances you will be allowed to correct the
error and resubmit your bill. After your bill is accepted, a second set of
edits will be applied. Error conditions found during the second edit could
result in areduction of your payment amount or the rejection of your bill.
If second edit errors are discovered, you will receive an on-line letter of
explanation.

3 |f you are submitting a pending bill, the rate you enter may be changed when the NAC is finally entered
into the CPCS computer. The rate for your E-Bill will be the rate set by CPCS policy for the type of caseto
which you are assigned.
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Section 6 - E-Bill NAC Billing Information

o If CPCS accepts your E-Bill the Billing Confirmation screen will appear
(see the example below). PRINT THIS SCREEN. Sign the E-

Bill and fileit*.

0 Makesureto print the Billing Confirmation screen before you click the
Close Form button. Click the Close Form Button at the bottom of the
Billing Confirmation screen. E-Bill will return you to the NAC Overview

screen.
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Close Form
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Click the Close Form button on the NAC Billing Information screen to return to the NAC
Overview screen.

* CPCS policy requires that you keep your E-Bill Billing Conformation forms and dockets, if required, for
seven years.



Section 7 - E-Bill Time Entry
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After entering/selecting a date of service, E-Bill displaysthe Time Entry screen for the

date of service you entered/sel ected.

Page Title

If you are adding a new date of service to the WIP file for the current NAC then E-Bill will
display the words “Add Entry”. If you are modifying an existing date in the WIP then E-Bill will

display the words “Edit Entry” for the current NAC.

Attorney Name

Please make sure the name that is displayed is your name. If the displayed name is not your
name, click the Close Form button. Contact the E-Bill help line by phone (617) 988-8327, or by

email ebill @publiccounsel.net.

Date

Thisfield displays the date you added or the date you selected for edit.
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Section 7 - E-Bill Time Entry

NAC#

Thisfield displays the Notice of Assignment of Counsel (NAC) you selected. If the NAC
number isincorrect, go back to the NAC Overview screen and select the correct NAC from or
add the correct NAC to the WIPfile.

Client Name

Thisfield displays the client name specific to the NAC number.

Docket#

Thisfield is not available.

Billing Categories

For each date of service, enter the time spent on legal servicesin the appropriate category. To
make your time entry easier CPCS has revised the 13 billing categories for the three mgjor types

of service. Thetypes of service are: Criminal, Civil, and Appeals. Below isalist of the NAC
Types related to each type of service and the corresponding 13 billing categories.

Criminal Civil Appeals

Criminad Children and Family Law ~ Criminal Appeals

Criminal Mentor Non-Criminal Mentor Murder Appeals

Murder Mental Health Mental Health Appeals
Other Non-Criminal® Non-Criminal Appeals

Criminal Mentor Appeals
Non-Criminal Mentor Appeals

Criminal Civil Appeals
1. PreTria Hearing Emergency Hearing Hearing/Argument
2. Admsn/Plea Hearing Pre-Trl Hrg/Conf Rec Assem & Rev/Tr
3. Trid Trial/Hearing Conf w/Couns/Ment
4. Post Conv Hearing Dispo Proceedings Drft Mot, Lgl Mem
5. Draft Mot, Lgl Memo  Drft Pleadings/Cor Drft App Brief
6. Prep—Hrg/Tria Prep —Hrg/Trial Prep — Arg/Hrg
7. Court Waiting Time Court Waiting Time Court Waiting Time
8. InPrsnClient Int Client Contact Client Contact
9. Client Tel Contact Negot/Case Conf Drft Pet-Rehrg/FAR
10. Legal Research Lega Research Legal Research
11. Investigation Investigation Drft CPCS Appr Fed
12. Travel Travel Travel
13. Other Discov (Incl Depo) Other

® Other Non-Criminal cases are those that do not fall under the CAFL or Mental Health categories, e.g. Mary Moe
Cases.
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Section 7 - E-Bill Time Entry

If the billing categories are not applicable to your case, do not enter time. Click the Close Form
button to return to the NAC Billing Information screen. Check the NAC Type.

e |f the NAC ison fileand you believe that the Case Type isincorrect please send
an email to the E-Bill help line at ebill @publiccounsel.net (please note “NAC
Type” in the subject line), or call (617) 988-8327.

e If the NAC ispending,

o0 Changethe NAC type to the correct type
0 Click the Save Changes button

0 Enter the Date of Servicein the Date field
0 Click the Add Date of Service button

When entering time make sure to round the actual time worked to the nearest quarter hour. For
instructions on billing in quarter hour increments, see the Assigned Counsel Manual (pp 5-17
through 5-18). If you do not enter your time in quarter hour increments, E-Bill will give you an
error when you save the entered time.

Enter Miles
Click this button if you want to enter mileage. E-Bill will display the Mileage page (please
review the E-Bill Mileage section of this manual for instructions on entering mileage).

Total Hours
E-Bill displays the total saved hours for the current date of service for the current NAC.

Total Mileage
E-Bill displays the total saved mileage for the current date of service for the current NAC.

Save

Click this button to save the added/modified time for the current date of service. E-Bill will
confirm that the date of service has been saved. Click the OK button. E-Bill will return to the
NAC Billing information screen. E-Bill will not allow you to save a date of service

e |f you entered more than one hour of waiting time for the current date of service for the
current NAC.

e |f you entered more than twenty-four hours for the current date of service for the current
NAC.

e |f you exceeded 3 total hours of waiting time for the current date of service.
When you save a date of service E-Bill will warn you of a possible reduction:
e |f you exceeded the 10 hour daily limit for the current date of service.
e If you entered in-court time on a date of service that the court is not normally in session®.

® Y ou may request authorization to bill on this date.
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Section 7 - E-Bill Time Entry

Close Form

Click this button to return to the NAC Billing Information screen. If you have added or modified
time and not saved it E-Bill will warn you that your changes have not been saved.

e Click the OK button to keep the Time Entry screen open so you may save your changes.

e Click the Cancel button to close the Time Entry screen without saving any time
additions or changes.
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Section 8 - E-Bill Mileage
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Non-routine, automobile travel expenses (i.e. time at the hourly rate of the case,
dependent upon the charges and type of case, and mileage at .22 per mile before July 1, 1999, .27
per mile for costsincurred from July 1, 1999 through June 30, 2001, and .32 per mile on and
after July 1, 2001) are allowable for reasonably necessary assignment-related travel exceeding
thirty milesround-trip. See the CPCS Assigned Counsel Manual page 5-23 for further
information on our mileage policy.

The Mileage page alows you to enter your mileage for the current date of service for the
current NAC. In order to enter mileage expenses E-Bill requires that you have previously entered
and saved your legal service time for the current date of service for the current NAC. Below isa
description of the Mileage screen elements.

Attorney Name

Please make sure the name that is displayed is your name. If the displayed name is not your
name, click the Close Form button. Contact the E-Bill help line by phone (617) 988-8327, or by
email at ebill @publiccounsel .net.
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Section 8 - E-Bill Mileage

Date
Thisfield displays the date you added or the date you selected for edit.
NAC#

Thisfield displays the Notice of Assignment of Counsel (NAC) you selected. If the NAC
number is incorrect, go back to the NAC Overview screen and select the correct NAC from or
add the correct NAC to the WIPfile.

Client Name (Client Last Name and Client L ast Name)
Thisfield displays the client name specific to the NAC number.
Docket#

Thisfield is not available.

Reason

Select the appropriate reason for traveling from the drop down list. If the reason you traveled
does not appear in the list, select the most similar reason. The actual reason must be noted in
your contemporaneous time records.

From

Enter the City from which you are traveling.
To

Enter the City to which you are traveling.
Round Trip

Click thisbox if you traveled round trip.
Miles

Enter the total miles traveled.

Save Changes

Click this button to save new trips or modifications to existing un-submitted trips. When you
click the Save Changes button E-Bill will also delete any trips marked for deletion. If want to
delete atrip click the box, in the Mark For Delete column, next to thetrip.

Close Form

Click this button to return to the Time Entry screen. If you have added or modified mileage and
not saved it, E-Bill will warn you that your changes have not been saved.

e Click the OK button to keep the Mileage screen open so you may save your changes.

e Click the Cancel button to close the Mileage screen without saving any time additions
or_changes.
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Section 9 - E-Bill Voucher Overview
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The Voucher Overview screen allows you to enter or modify payment vouchers for Associate,
Paralegal, and Other out-of-pocket expenses. Below are instructions for adding a voucher to the
WIPfile.

Type
Select the type of voucher from the drop down list box.

Add Voucher

Click this button to add the voucher type you selected. E-Bill will then display the corresponding
voucher entry screen.

Mark for Delete

To remove one or more vouchers that you have added to the WIP file for the current NAC
e Select the voucher from the list
e Click the box next to the voucher. A check mark will appear in the box.
e Click the Delete Marked Items button beneath the voucher list.
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Section 9 - E-Bill Voucher Overview

Total$

Thisfield displays the total amount of vouchersin the WIP file for the current NAC.
Close Form

Click this button to return to the NAC Billing Information screen.
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Section 10 - E-Bill Associate Voucher
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Use this screen to enter one voucher for associate expenses for the current NAC. Y ou should
review the CPCS Assigned Counsel Manual, page 5-22, regarding associate expenses before
entering avoucher. Following are the instructions for entering an associate voucher.

Associate Name
Enter the full name of the associate.

Associate BBO
Enter the associate’ s Board of Bar Overseers identification number.

Begin Date
Enter the first date of service from the associate’ s hill.

End Date
Enter the last date of service from the associate’ s bill.

Hours
Enter the total hours billed by the associate.
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Section 10 - E-Bill Associate Voucher

Rate

Enter the hourly rate for associate reimbursement. CPCS will reimburse assigned attorneys up to
$30.00 per hour for associate expenses.

Total$

The Total$ field is automatically calculated (Hours x Rate) by E-Bill after you save the voucher.
Y ou can view the total dollar amount of the voucher on the Voucher Overview screen or by
selecting the saved voucher from the Voucher Overview screen.

Save
Click this button to save the associate voucher.

Submit Voucher

Save the newly added/modified associate voucher before you submit it. Click the Submit
Voucher button to submit the associate voucher. If CPCS accepts your E-Bill voucher the

Voucher Confirmation screen will appear (see the example below). PRINT THIS

SCREEN before you click the Close Form button. Click the Close Form button at the
bottom of the VVoucher Confirmation screen. E-Bill will return you to the Voucher Overview
screen.
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Section 10 - E-Bill Associate Voucher

Close Form
Click this button to return to the Voucher Overview screen. If you have added/modified an

associate voucher E-Bill will warn “you have made changes to thisform” and offer the option to
save the voucher.

IMPORTANT - For payment, mail the signed V oucher Confirmation form with all required
attachments to CPCS immediately upon submission of the E-Bill associate voucher. See the
CPCS Assigned Counsel Manual, page 5-22 regarding associate expenses.
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Use this screen to enter one voucher for paralegal expenses for the current NAC. Y ou should
review the CPCS Assigned Counsel Manual, pages 5-21 to 5-22, regarding paralegal expenses
before entering a voucher. Following are the instructions for entering a paralegal voucher.

Paralegal Name

Enter the full name of the paralegal.

Begin Date

Enter the first date of service from the paralega’s bill.

End Date
Enter the last date of service from the paralegal’ s bill.

Hours
Enter the total hours billed by the paralegal.

Rate

Enter the hourly rate for paralegal reimbursement. CPCS will reimburse assigned attorneys up to
$12.00 per hour for paralegal expenses.
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Total$

The Total$ field is automatically calculated (Hours x Rate) by E-Bill after you save the voucher.
Y ou can view the total dollar amount of the voucher on the Voucher Overview screen or by
selecting the saved voucher from the Voucher Overview screen.

Save
Click this button to save the current paralegal voucher.

Submit Voucher

Save the newly added/modified paralegal voucher before you submit it. Click the Submit
Voucher button to submit the paralegal voucher. If CPCS accepts your E-Bill voucher the

Voucher Confirmation screen will appear (see the example below). PRINT THIS

SCREEN before you click the Close Form button. Click the Close Form button at the
bottom of the Voucher Confirmation screen. E-Bill will return you to the Voucher Overview
screen.
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Section 11 - E-Bill Paralegal V oucher

Close Form

Click this button to return to the Voucher Overview screen. If you have added/modified a
paralegal voucher E-Bill will warn “you have made changes to thisform” and offer the option to
save the voucher.

IMPORTANT - For payment, mail the signed Voucher Confirmation form with all required
attachments to CPCS immediately upon submission of the E-Bill paralegal voucher. See the
CPCS Assigned Counsel manual pages 5-21 to 5-22 regarding paralegal expenses.
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Use this screen to enter vouchers for out-of-pocket expenses, only when you have
directly paid for the service by check or cash and have areceipt indicating payment in full.
Please review Chapter 6 of the CPCS Assigned Counsel manual for information on how to use
the Indigent Court Cost Fund. In order to receive payment for the expense you must submit to
CPCSthe officia printed signed voucher along with proof of payment and other required
documents. Following are the instructions for entering a miscellaneous out-of-pocket expense
voucher.

Service Type
Select the type of expense from the Service Type drop down list box.

Mark for Delete

Thisfield appliesto two service types. Expert Witness expenses and Miscellaneous (Misc.)
expenses. To remove one or more items from your Expert Witness or Misc. expense type
voucher:

e Locatetheitemin thislist
e Click the box next to the lineitem. A check mark will appear in the box.
e When you save the voucher the item(s) will be removed.
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Sub Type

If the service you chose above requires a sub-type, select it from the Sub Type drop down list.
Only the Expert witness and the Misc. service types have sub-types. If the Misc. service type and
the Other sub-type are used you must write on the printed voucher a description of the service.

Begin Date

Enter the first date of service from the vendor’sinvoice. If the expense you are billing for isa
purchased item then enter the date of purchase.

End Date

Enter the last date of service from the vendor’sinvoice. If the service you are billing for isa
purchased item then enter the date of purchase.

Units
Enter the total number of units’ billed from the vendor’ s invoice or from the sales receipt.

Rate
Enter the cost per unit.

Total
E-Bill automatically calculates the total (Units x Rate) when you save the voucher.

Save Changes
Click this button to save the out-of -pocket expense voucher.

Submit Voucher

Save the newly added/modified out-of-pocket expense voucher before you submit it. Click this
button to submit the out-of-pocket expense voucher. If CPCS accepts your E-Bill voucher the
Voucher Confirmation screen will appear in your web browser (see the example below).

PRINT THIS SCREEN beforeyou click the Close Form button. Click the Close Form
button at the bottom of the VVoucher Confirmation screen. E-Bill will return you to the Voucher
Overview screen.

" Examples of units are number of hours and number of items.
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Close Form
Click this button to return to the Voucher Overview screen. If you have added/modified a

paralegal voucher E-Bill will warn “you have made changes to thisform” and offer the option to
save the voucher.

IMPORTANT - For payment, mail the signed Voucher Confirmation form with all required
attachments to CPCS immediately upon submission of the E-Bill out-of pocket expense
voucher. See chapter 6 of the CPCS Assigned Counsel manual for information on how to use the
Indigent Court Cost Fund.
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When submitting alegal service E-Bill with a billing status of Closed and a NAC type of
criminal, murder, or criminal mentor, fill out the Criminal/Delinquency Disposition form. After
completing the form and clicking the OK button a confirmation number will be issued for this
bill. Following are the instructions for filling out this form.

Client Status
Select the appropriate status.

Reason for filing

Select the appropriate option. If you select the first option and your client obtained private
counsel do not enter anything in the new NAC field.

Trial Route
Select all boxes that apply.
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Section 13 - E-Bill Criminal/Delinquency Disposition

Result
For each offense on the NAC,? select the result from the Result drop down list box.

I ncarceration Status

For each offense on the NAC?, select, if necessary, the incarceration status from the
Incarceration Status drop down list box.

| nstitution

For each offense on the NAC?, select, if necessary, the institution from the I nstitution drop down
list box.

Disposition by
Select the mode of disposition from the Disposition by drop down list box.

When you have completed the disposition form, PRINT THIS FORM .

OK

Before you click the OK button make sure that you have printed this form. Click the OK button
to continue submitting your E-Bill.

Cancel

Click this button to stop the submission process and return to the NAC Billing Information
screen for the current NAC.

8 |f the NAC has more than three offenses/charges, enter the three that have the most serious penalties.
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Section 14 - E-Bill Appeals Disposition

T} Appests Disposition - Microsof! Interns! Esploier =l®] =]
Fi= Edl  Yem Favoies Took  Hep -
weBack ~ = « B [3] &3 D Sewch [Feote: PFeeds F| -SSR
-"-Htttl htps v, oposebill comE Rl 2sp Ppage=lec kB asploaloharsld e, ssp M aclversesy, aspcSngksM ac. amp ﬂ {Es | Links
. =
Elll Committee tor Public Counzel Services
: Appeals Disposition
Atomey Hame: JOHM DGE MAC ¥ cD0000311
Clieml Blame tes tesl Docket
Dligposing courl Triad route
™ trial cour T appeal withdraer
= sppeals courd T =stilement sgreement S voluntary dismisasal (Cwil appeals anly}
C zupreens judicial cour " apgeal dismissed
= fedlgral distric coun I© rinolness
™ crcuil court of appeals [T affimmed
C suprerme coud [T reverged
I resmrsed anid ramsedad
[T affimreed in parl freversed in par
[T s Irial ko allosed
I mew trial raoteon deniad
T fadaral habeas corpus patition alloed
[T federal habess compus pebten deniad
caea |
=
@] Dorm g

When submitting alegal service E-Bill with abilling status of Closed and any of the
appeal NAC types, fill out the Appeals Disposition form. After completing the form and clicking
the OK button a confirmation number will be issued for this bill. Following are the instructions
for filling out this form.

Disposing Court

Select the appropriate court.
Trial Route

Check al boxes that apply.

When you have completed the disposition form, PRINT THIS FORM .

OK

Before you click the OK button make sure that you have printed this form. Click the OK button
to continue submitting your E-Bill.

Cancel

Click this button to stop the submission process and return to the NAC Billing Information
screen for the current NAC.
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Section 15 - E-Bill Mental Health Disposition
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When submitting alegal service E-Bill with a billing status of Closed and a NAC type of
Menta Health, fill out the Mental Disposition form. After completing the form and clicking the
OK button a confirmation number will be issued for this bill. Following are the instructions for
filling out this form.

Disposing Court
Select the appropriate court.

Commitments
Select the appropriate option.

e When you select petition withdrawn prior to hearing, also select one of the three sub-
options.

e When you select committed, also select one of the four sub-options.

Authorization to treat
Select the appropriate option.
e When you select client found NOT competent, also select one of the two sub-options.
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Section 15 - E-Bill Mental Health Disposition

0 When you select thetreatment NOT ordered sub-option, also select one of the
three sub-options boxes.

0 When you select treatment order ed, also select the appropriate option from the
two sub-option boxes.

When you have completed the disposition form, PRINT THIS FORM.

OK

Before you click the OK button make sure that you have printed this form. Click the OK button
to continue submitting your E-Bill.

Cancel

Click this button to stop the submission process and return to the NAC Billing Information
screen for the current NAC.
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Section 16 - E-Bill Children and Family Law Disposition
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When submitting alegal service E-Bill with a billing status of Closed and a NAC type of
Children and Family Law or Other Non-Criminal, fill out the Children and Family Law
Disposition form. After completing the form and clicking the OK button a confirmation number
will be issued for thishill. Following are the instructions for filling out this form.

Type of petition

Select the appropriate petition.

Disposition by

Check al that apply and provide additional information as indicated. Petition dismissed includes
cases where the child returned home or attained majority (age 18).

Date of withdrawal of appearance
When applicable enter the date you withdrew from the case.
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Section 16 - E-Bill Children and Family Law Disposition

Enter the dateswhen
For each child, the oldest being Child 1, enter the date of each applicable event.

When you have completed the disposition form, PRINT THIS FORM .

OK

Before you click the OK button make sure that you have printed this form. Click the OK button
to continue submitting your E-Bill.

Cancel

Click this button to stop the submission process and return to the NAC Billing Information
screen for the current NAC.
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Section 17 - E-Bill Client Contact
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When submitting alegal service E-Bill with aNAC type of Children and Family Law or Non-
Criminal, fill out the Client Contact form. After completing the form and clicking the OK button
a confirmation number will be issued for this bill. Following are the instructions for filling out
this form.

Client

Select the appropriate description of the client you are representing. If you select Other you
must enter an eligibility reason in the Eligibility Reason field.

Name, Address, City, State, Zip

Enter the client’ s full name, address, city, state, and zip code in the corresponding fields. If the
client’ s address needs to be kept confidential, please type “ Confidential” in the address field and
enter the city, state, and zip.

CareProvider
Enter the name of the care provider.
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Section 17 - E-Bill Client Contact

Date

Enter the date you met with your client. If you have no client contact to report, enter the current
date.

Location

Enter the location of the meeting. If you have no client contact to report, enter the words “No
Client Contact”.

Duration

Enter the actual duration of the meeting in (hours. minutes) format. If you have no meeting to
report you enter “0”.

Y ou can enter only seven client meetings per submission per NAC.

When you have completed the client contact form, PRINT THIS FORM .

Next

Before you click the Next button make sure that you have printed this form. Click this button to
continue submitting your E-Bill.

Cancel

Click this button to stop the submission process and return to the NAC Billing Information
screen for the current NAC.
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